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STAT
MEMORANDUM FOKs Chiel, Loglsiics Uffice s
SUBJECT : Report on Overtime worksd and Leave Taken .
REFERENCE 3 {Ik Regpulation No. 25X1

1., Attached are copies oi tabulstions of overtime and holiday uine
worked and anmual and sick leave taken for the pariod 29 Rarch threu:n
L, July 1953 inelusive, ihese sumaaries, one for each pay pariod, gli= &
complete picture of the overtime ard leave record for your office during
this sntire period. ihe first column reflects the total regular howcs
worksd during the pay period and subsequent columns give: (a) the teual
munber of smployees pald, (p) the number of hoars oi night differential
(if any), (c) overtime worked, () holiday time worked, (e) annual izave
taken and (f) sick leave taken. fhe last column indicales vhe allotaent
account and is follewad by the dates involved in the payroll eitier on uie
f£irst or the last line o! sic:o SuUmIAry, (for ~xzample, 3+01le-(3~ly meaus
March 1 through Harch 1L).

2. Tollowing is a summary of the average nugber of hours p3r pay
period per employes for your offiee as comparsd with the average Lof the
Agency as a whole cencerning thr peried 29 Mareh through & July 19:2.

Avera;=s
fren Your Office Azency
Overtime 5425 Le3
Holiday Time - .03
Annual Leave lie95 E.l15
S5ick Leave _ 2403 221

3. In addition to the summariss by ey periods for your offlc: we
ars attaching a listing of leave taken by {ndividuals for the pay p-riou
ol May through 5 June 1953, This listing 1s provided as an exampls of .
typlcal pay period and is furnished as an aid in considering the owwriius
and leave practices of your office, this particular listing, howevar, uonv
not imply any criticlsm of any lsave isken or overtime granted.

L. These reports on leave taken eand overtime worked wre being subuit.e:
to you for use in connaction with consideration of the application i poll il
concerning the approval of ovesrtine as outlined in Cla Kegulation | | 25X1
In view of bur serious budgetary situation during thi; current year it s
essential that care be siven in the granting of overtime. acditional iuncs
cannot be made available and all overtime approved must be sinanced (rom
current allocations.
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